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SUGGESTIONS TO SECRETARIES 


The Friends Publication Board maintains a regular supply house and mail order 
book store for the benefit of Friends throughout the country. Here can be secured any 
helps that can be secured elsewhere. ‘The sole purpose in having such a house is that 
it may serve. It can exist only by serving. ‘Therefore we ask that you let it serve your 
people and help make better Bible Schools, and in this way let it prepare for better 
service next time. Write to us of your difficulties and special needs. Ask for catalogues 
of Bible School accessories, Bibles, books for workers, Friends books—all Friends books 
and all books Friends need. 


FRIENDS PUBLICATION BOARD 


RICHMOND, INDIANA 


The Church of TOMORROW is being _ made by the 


Bible School of TO-DAY 
Use the Friends Bible School Literature . 


THE PENN SERIES 


THE, TEACHERS’ MONTHLY, 20c quar. THE ADULT QUARTERLY, 9c 

THE INTERMEDIATE QUARTERLY, 7c THE JUNIOR QUARTERLY, 6c 
THE: PRIMARY QUARTERLY, 7c A splendid leaflet with helps for the teacher 

THE PENN WEEKLY, 25c A live and interesting story paper which is safe and delightful in its effects 

PUBLISHED BY FRIENDS FOR FRIENDS 


BOOKS and BIBLES 


; _ For the use of AS f 
Bible Schools, Churches, Libraries, Mission Study, Christian Endeavor, Ministers, 
Teachers, Field Workers, Homes 


Religious and Character-building Books of all kinds 
Stories for Children Devotional books for the family 
Books dealing with the Problems of Today 


When you need a book, order from us. Let us save you trouble and money, while you serve 
the church by letting its house have the profit. 


MISCELLANEOUS SUPPLIES Special 
It is our business to meet your needs. PROGRAMS AND HELPS 


Record Books Maps Gaeta Easter, Mothers’ Day, Children’s Day, 


Rolls Pins Envelopes Rally Day, ete. 
Special Designs and Plans for Developin 
1 A Pp g ping 
LPS Interest in Bible School and Church 
For Ministers, Superintendents Make the Bible School a REAL SCHOOL 
Teachers and all other workers both in the estimation of the child and 
WHEN IN NEED ASK US EFFECT on the life of the child. 


Order all of the above from Friends Book and Supply House, Richmond, Indiana. 
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INSTRUCTIONS. 


ENROLLMENT. 


As soon as receiving the book the Secretary should 
enter the name of every one belonging to the school, 
and thereafter add the names of scholars, not pre- 
viously enrolled, whenever such unite with the school. 


THE SUPERINTENDENT 


Should call the School to order promptly on time, and 
proceed to open the School by readiug a few appro- 
priate verses of Scripture bearing on the sentiment of 
the lesson for the day, and spending a few minntes in 
devotion. Let the Officers and Teachers, on this 
occasion, nevér cease to remember Matt. xxi: 22— 
“All things whatsoever ye shall ask in prayer, believ- 
ing, ye shall receive.’’ He should also close the 
exercises of the School promptly on time, without 
reference to the nature of the business on hand. No 
Superintendent of good organizing ability allows busi- 
ness to infringe on his order or crowd him for time. 
He controls the business—not the business him. He 
should be familiar with his Teachers, visit them in 
their homes, learn their needs, inspect their method 
of instrnction, and be ready to aid them with his 
counsel and sympathy. He shouid promptly meet 
them in the Teachers’ Meeting, both for the study 
of the lesson and on business matters connected with 
the workings of the School, and he should encourage 
them to be strictly punctual in their attendance, and 
always up totime. He should see that the Quarterly 
Report is accurate, and sign it and send it to the 
Quarterly Meeting’s Superintendent. 


THE SECRETARY’S DUTIES ARE: 


1. To be at the School promptly on time. - 

2. To keep and call the rojl of Officers and Teachers, 
marking those on time. 

8. To enroll new scholars whenever such join the 
School. 

4, Tostudy, undersiand and keep the Register accur 
ately and neatly. 

5. To read the day’s Record to the School for its 
approval. 

. 6. Tomake up the totals and averages (whichever is 

required) and complete the Quarterly Report in 

time to read it to the School on the last Sabbath 

in the quarter, where it can be corrected if 

necessary. 


An Officer or Teacher shall have credit for being 
present when his place is filled by his substitute. 


Upon the Secretary depends the care and keeping 
of this book. 


Fill and read all blanks and totals. Keep a full 
record of the business of the School, election of Offi- 
cers, appointment of Committees, their reports, etc. 


Visitors should not be enrolled, but should be 
counted in the ‘‘Class’’ and ‘‘ Total’? attendance. 


Fill in and cut out the duplicate Quarterly blank, 
have the Superintendent sign it and promptly forward 
the same to the Secretary of the Conference, or to 
the Superintendent of Bible Schools. 


THE LIBRARIAN AND TREASURER OR SECRETARY 


Should have sole control of the books, maps and fur- 
niture of the School, and the distribution of the Tracts 
and Periodicals; see to the penny and other collec- 
tions, hoid the funds of the School, subje t of its order 
or the order of the School. 


TEACHERS 


Should cultivate punctuality in themselves—tardy 
teachers have tardy scholars. They should have Class- 
cards or Books, and record the attendance of their 
pupils, giving to those who are late a half mark only. 
The Teacher should awake to the magnitude of his 
calling. To him is committed the sacred trust of co- 
operating with parent and pastor in bringing the 
children to Christ, and instilling into their pliant 
minds those wonderful truths of the everlasting gos- 
pel which will settle them in the most holy faith. 
His gift is from the Holy Spirit, and ‘‘ Studv to show 
thyself a workman,” (2 Tim., ii: 15), should be his 
motto and daily thought. An admirable aid for the 
Teacher, in preparation of his great work, is the taking 
of a Normal Course of instruction. Here he will learn 
the pupils’ susceptibilities and the art .of presenting 
truth attractively, while the ever-present unction of 
the Spirit will give life to his labors., No one can 
attain to eminence as a Teacher who does not lay hold 
on what is known pertaining to that magnificent 
subject—How and what to teach. Begin the study at 
once, and add to your stock of knowledge as you find 
opportunity, although it be little by little. 
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